Request: Request to End Teleworking — Employee Employee

1. From the Workday Home Page, click on the Requests worklet
5. Review the instructions

Welcome, On behalf of:

R— < Request to End Teleworking
Announcements = Applications

ditems Titems
" Re it to End Tell ki
Annual Vacation Buyout E=) S L
éd You are eligible for the Annual Vacation
=8 Buyout! Your participation is voluntary; but,
=d TR Abses [ If you are the employee, please enter the date below that you would like to end your Telework Agreement (last day to telework) and *Submit the process for your request to be
reviewed by your manager.
/’1\‘“ OFF" Paid Time Off Validation If you are the manager submitting on behalf of a worker, please enter the date below for the worker's last day to telework, click ‘Submit, and then go to your Inbox to complete
e To assist in tracking time off related to ~ the finalization step to close the request
- COVID-19, we've created several new report. i
-~ NOTE: ALL DOT OWNED EQUIPMENT MUST be retured to the office upon termination of a Telework Agreement
Pay Talent and Safety
Effective November 1, overtime eligibl... Performance For additional information, click here to link to the lowa DOT's policy on Telework (this link will only work while on the DOT network).
You will have the option to be paid straight

time for hours taken as vacation, compensa

®

&b 6. If you are requesting to end teleworking for yourself, select Self

View More Requests Personal Team Time
Information

Note: If you are a Manager requesting to end teleworking for a
2. Inthe Actions column, click Create Request direct report, refer to the Request to End Teleworking -

Manager b A

Actions View
All Requests. Is this request for yourself or for one of your direct reports? (Required)

My Requests @ Self

Direct report

My Recent Requests

View Request Types

7. Enterthe LAST day you will telework.

What is the last date to Telework? (Required)

3. Type end tele in the Request Type box

MM /DD /YYYY [

Create Request

8. Click

Request Type * | end teld

iii

4. Click .

Attachments
CJEBI% Q ceaterea Drop files here

or

Create Request \

Save for Later Cancel
RequestType *  x Request to End Teleworking

e

Cancel
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Request: Request to End Teleworking — Employee Employee

9. Once you click submit, the request is routed to your manager for
review. To find the disposition of your request, click on your
Notifications Q icon.

logs: o - 2 8l

10. Your request will have one of the following three dispositions:

a. Request—Done (request approved)

Notifications

VeuREAL v | | Soner Newe i Request Process : Request to End Teleworking : 0: 5]

From Last 30 Days
3 hour(s) ago

Baghsst Process:Requestio End Telewniing Your Request to End Teleworking has been approved.

If you make a permanent change to telework moving forward, you must complete another "Request to Telework Acknowledgement" inside Workday.

Details  Request Process : Request to End Teleworking

b. Request-Denied

Notifications

Tewng Wl i i | Request Process : Request to End Teleworking

From Last 30 Days
3 hour(s) ago

R U R OB R R | Your Request to End Teleworking is a duplicate to one you already submitted. It is being marked as *Duplicate" and closed.

Please direct any questions to your immediate supervisor.
Request - Duplicate

3 hour(s) ago

Details  Request Process : Request to End Teleworking

c. Request - Duplicate

Notifications

e M e Bl Request Process : Request to End Teleworking

From Last 30 Days
3 hour(s) ago

Request Py : Request to End Teleworking :
" * N11e51 To Enc Teleworidng Your Request to End Teleworking has been Denied

o) Please direct any questions to your immediate supervisor.
Request - Denied =

3 hour(s) ago

Details  Request Process : Request to End Teleworking
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